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1 .  INTRODUCTION 


The  Employment  Skills  Program  is  a  special  manpower  development 
initiative  between  the  Department  of  Social  Services  and  Community 
Health  and  the  Department  of  Manpower  to  reduce  dependency  upon 
public  financial  assistance  amongst  a  selected  group  of  social 
allowance  clients. 


2.  OBJECTIVES 


The  Employment  Skills  Program  prepares  social  allowance  clients 
for  full  time  employment  by  providing  them  with  an  on-the-job  work 
experience  through  a  work  placement  in  an  Alberta  government 
department  or  agency.  The  objective  of  the  temporary  work 
experience  is  to  assist  the  client  to  learn,  re-learn,  or  refine 
work  related  skills  and  attitudes  and  to  provide  a  recent  work 
record  which  will  help  them  secure  ongoing  employment  and  become 
independent    from  government    social  programs. 


Alberta   government  departments 
E.S.P.     through    the    sponsorship  of 
an   opportunity   to    complete  work 
their  department  or  agency  role 
activity   through   the   additional  s 


and    agencies   who   participate  in 
a      work    experience    project  have 
objectives   and   projects  within 
but   beyond   their   normal  funding 
taff    resources    provided    by  E.S.P. 


3.  PARTICIPATION 

s  may  participate.  Provincial 

corporations,  councils  and 
Department    of    the   Minister  to 

4.  ORGANIZATION  AND  FUNDING 


All   provincial   government  department 
authorities,     boards,  commissions, 
agencies   may   participate    through  the 
whom   they   are  responsible. 


The  Employment  Skills  Program  is  a  joint  responsibility  between 
the  Department  of  Manpower  and  the  Department  of  Social  Services 
and  Community  Health.  Funding  for  program  participant's  wages  is 
provided  by  the  Department  of  Manpower  and  transferred  to 
participating  departments.  The  program  is  delivered  and  managed 
by  the  specialized  Employment  Skills  Unit  under  the  supervision 
of  the  Program  Managers  of  the  Employment  Opportunities  Program  in 
the  Department   of    Social    Services   and   Community  Health. 
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Participating  departments  are  required  to  appoint  an  E.S.P. 
administrator  in  their  central  office  to  carry  out  program 
responsibilities    for    that  department. 

5.  TIME  PERIOD 

Projects  may  be  proposed  and  developed  on  an  ongoing  basis 
throughout  the  fiscal  year  commencing  April  1,  1983.  Individual 
projects  may  be  approved  for  a  period  of  up  to  six  months.  Work 
sites  may  be  jtilizied  more  than  once  provided  a  new  E.S.P 
employee  is  hired  and  the  re-uti  lization  of  the  project  has  been 
approved.  Individual  E.S.P.  clients  are  not  permitted  to  remain 
in   an   E.S.P.    work   experience    placement    more    than   six  months. 

6.  EMPLOYEE  ELIGIBILITY 

Adult  clients  of  the  Department  of  Social  Services  and  Community 
Health  who  are  receiving  services  from  the  Employment 
Opportunities  Program  and  are  willing  and  able  to  work  are 
eligible  to  participate  in  an  Employment  Skills  Work  project.  The 
E.S.P.  program  is  designed  specifically  for  that  group  of  E.O.P. 
clients  with  a  moderate  to  good  potential  for  obtaining  and 
retaining  employment  and  who  are  judged  as  needing  a  work 
experience   based   on   one   or   more   of    the    following  factors: 

(1)  They   lack   a   recent   work   record   or   have   a   poor   work  record. 

(2)  They   lack  marketable   skills    or   have    rusty  skills. 

(3)  They   have   recently   acquired    skills   and    lack   the  practical 
experience    to   secure  employment. 

(4)  They    have     a    handicapping     condition    which    creates  an 
employment    barrier    in   the   job  market. 

The  Employment  Skills  Program  is  not  aimed  at  the  most  highly 
employable  client  nor  at  those  considered  to  have  many  barriers  to 
employment.  It  is  designed  for  that  broad  group  of  social 
allowance  clients  who  need  extra  help  and  an  impetus  to  assist 
them  in  joining  or  rejoining  the  labour  market.  Most  E.S.P. 
clients  are  female  single  parents  who  have  been  on  social 
allowance  raising  their  families  and  are  now  prepared  to  re-enter 
the    labour  market. 

7.  PREPARATION  AND  PROCESSING   OF   PROJECT  PROPOSALS 

7.1  Work  experience  projects  may  be  prepared  and  submitted  by  any 
unit  of  a  department  or  agency  across  the  province  and  may  cover  a 
vide  range  of  duties  and  activities  required  by  the  organization. 
Projects  must  comprise  tasks  utilized  by  the  organization  within 
existing  job  descriptions.  All  projects  are  to  provide  full  time 
work. 
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7.2  Project  proposals  are  to  be  developed  at  the  field  level  by 
the  departmental  or  agency  project  supervisor  and  the  E.S.P. 
counsellor.  This  ensures  that  projects  developed  are  suitable  to 
meet  the  skills  level  of  potential  E.S.P.  employees.  All  projects 
must  be  described  on  the  form  "Application  for  Temporary 
Employment  Programs"  and  signed  by  the  project  supervisor,  or  the 
branch  or  agency  authority  at  the  field  level,  and  the  local 
E.S.P.  counsellor. 

If  you  wish  to  develop  a  project  contact,  one  of  the  following 
supervisors  to  find  out  the  counsellor  assigned  to  your  department 
or    area : 


Shirley    Darius    (for    projects    to    be    run    from    north  of 
Wetaskiwin ) 

Employment   Opportunities  Program 
Social   Services   and   Community  Health 
11713   -   82  Street 

Edmonton,    Alberta  TELEPHONE:  422-3397 

Bev  Johnson   (for   projects    to    run   from  Wetaskiwin  south) 
Employment   Opportunities  Program 
Social   Services   and   Community  Health 
1520   -   4   Street  S.W. 

Calgary,    Alberta  TELEPHONE:  261-3216 

7.3  Project  proposals  are  to  be  forwarded  through  the  E.S.P. 
casework  supervisor  to  the  Program  Coordinator  of  the 
Rehabilitation  Services  Program.  They  are  then  reviewed  and 
approved  by  the  E.S.P.  administrator  appointed  by  the  sponsoring 
department,  by  the  Program  Coordinator  of  the  Rehabilitation 
Services  Program  and  by  the  Administrative  Consultant  of  Special 
Manpower  Programs.  Project  approval  is  determined  by  the 
availability  of  funds,  the  appropriateness  of  the  work,  and  an 
equitable   departmental,    agency   and    regional  distribution. 


8.        IMPLEMENTATION  OF  APPROVED  PROJECTS 


8.1  Projects  may  be  implemented  and  employees  commenced  once 
project  approval  notification  has  been  obtained  and  the  project 
has  been  assigned  an  input  code.  This  notification  will  be  given 
verbally  initially  to  speed  up  the  placement  process,  and  will  be 
followed  up  by  the  distribution  of  copies  of  the  approved  project 
to  the  departmental  E.S.P.  Administrator  and  the  E.S.P.  counsellor 
with   Social   Services   &   Community  Health. 
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8.2  Upon  project  approval,  Alberta  Manpower  will  initiate  a 
transfer  of  funds  to  the  department  to  cover  wage  costs  for  the 
employee  hired  .  Departmental  user  codes  established  for  other 
temporary  employment  programs  such  as  the  Priority  Employment 
Program  (PEP)  and  the  Summer  Temporary  Employment  Program  (STEP) 
will   be  used  for   the  Employment   Skills  Program  as  well. 

8.3.  Selection  and  recruitment  of  employees  in  an  approved 
Employment  Skills  project  is  a  joint  responsibility  between  the 
project    supervisor   and   the   E.S.P.    counsellor    in   the  field. 

8.4  The  program  offers  only  approved  wage  costs  at  a  maximum 
rate  of  $5.50  per  hour.  Any  other  associated  costs  are  to  be 
covered   by    the   participating   department    or  agency. 

8.5  Participating  departments  or  agencies  are  responsible  for 
the  administration  of  the  E.S.P.  project  and  supervision  of  the 
E.S.P.  employee  during  the  program  period.  Once  a  suitable 
candidate  has  been  selected,  in  order  to  pay  the  employee,  the 
following  must  occur: 

1)  the  successful  E.S.P.  candidate  must  be  notified  in 
writing  of  their  appointment  and  the  terms  and  conditions 
of  their  employment.  This  can  be  done  by  either  the 
E.S.P.  counsellor  or  the  project  supervisor,  as  is 
mutually  determined; 

2)  commencement    documents,  including: 

a)  DPC151   -   Notice   of  Commencement 

b)  TD1  -  Employee's   Tax   Deduction  Form 

c)  PA01        -   Government    Application  Form 

d)  PA054     -   Official  Oath 

must  be  completed  on  the  first  day  of  work  by  the  project 
supervisor  and  forwarded  to  the  authorized  personnel 
administrator  in  each  department's  central  office  (see 
list    attached   of   departmental   ESP  administrators); 

3)  the  project  supervisor  must  ensure  that  time  sheets  are 
completed  at  the  end  of  each  pay  period  and  submitted  to 
the   appropriate   departmental    personnel  officer. 


All  questions  relating  to  pay  for  E.S.P.  employees  should  be 
directed  to  the  appropriate  departmental  E.S.P.  administrator. 
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8.6  Project  supervisors  are  expected  to  train  the  E.S.P.  employee 
in  the  skills  identified  on  the  project  application.  They  should 
plan  with  the  employee  the  training  program  for  the  duration  of 
the  project  and  establish  a  regular  schedule  to  review  performance 
and  activities  and  set  new  objectives.  Upon  completion  of  the 
E.S.P.  placement,  project  supervisors  are  required  to  complete  an 
evaluation   of   the   project    and    the   E.S.P.  employee. 

9.        TERMS   AND   CONDITIONS   OF  EMPLOYMENT 

9.1  The  provision  of  the  regulations  generally  applying  to  wage 
service  employees  shall  be  followed  in  the  employment  of  social 
allowance  recipients  on  approved  E.S.P.  projects.  In  any 
situation  where  there  is  a  difference  between  these  regulations 
and   the   guidelines,    the   guidelines   shall  apply. 

9.2  E.S.P.  project  employees  do  not  qualify  for  coverage  under 
the  Public  Service  Pension  Act  or  the  Local  Authorities  Pension 
Act  and  participating  departments  should  ensure  the  employee  is 
aware    of    this  fact. 


9.3    Hours     of    work    shall  gen 
supervisors  of  each  project  in 
procedures    and    these  conditions 
application. 


era  1  1 y    be     established     by  the 
accordance  with   the  Departmental 
should    be    stated    on    each  project 


9.4  Employees  are  not  entitled  to  sick  leave  during  their  period 
of   E.S.P.  employment. 

9.5  Employees  are  responsible  for  payment  of  their  own  Alberta 
Health  Care  Insurance  Premiums  and  should  be  made  aware  of  the 
fact. 

9.6  Employment  shall  be  on  a  full  time  basis  for  the  program 
period.  Full  time  employment  is  considered  a  minimum  35  hour  work 
week.  An  employee  shall  not  be  engaged  in  any  other  employment 
while   being  employed   under    this    program  element. 

9.7  Departments  shall  determine  the  manner  in  which  employees  are 
to  register  their  attendance  and  be  subject  to  appropriate 
deductions    for   absence   or  lateness. 


9.8  The  maximum  wage  rate  which  may  be  paid  E.S.P.  employees  under 
this  program  element  is  $5.50  per  hour  providing  regular  employee 
wage   rates   for   comparable  work  are   above    that  level. 

9.9  Participating  departments  cannot  supplement  the  established 
wages   on   any    project  activity. 

9.10  Employees  shall  be  paid  holiday  pay  at  the  rate  of  6%  during 
their   period    of  employment. 
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9.11  E.S.P.  wage  employees  are  not  eligible  for  paid  overtime, 
but  shall  be  granted  straight  time  off  in  lieu  of  overtime.  The 
employee  is  to  be  paid  for  all   time  taken  off  in  lieu  of  overtime. 

9.12  Travel  or  other  expenses  incurred  by  E.S.P.  employees  at  the 
start  and  completion  of  their  employment  will  not  be  covered  and 
must    remain    the    responsibility    of    the    E.S.P.  employee. 


9.13  Departments  are  responsible  for  wage  payment  cheques  being 
issued    to    the  employee. 

9.14  E.S.P.  employees  are  not  subject  to  the  master  agreement 
between  the  Government  of  Alberta  and  the  Alberta  Union  of 
Provincial  Employees. 


10.        MONITORING   OF  PROJECTS 


10.1  E.S.P.  counsellors  shall  provide  ongoing  counselling  and 
support  as  required  to  the  E.S.P.  employee  during  the  course  of 
the  work  experience.  During  the  work  placement,  the  E.S.P. 
counsellor  will  assist  the  employee  in  identifying  and  pursuing 
employment  opportunities  and  will  prepare  the  client  to  seek  full 
time  work  following  the  E.S.P.  placement.  After  the  E.S.P. 
placement  terminates,  the  E.S.P.  counsellor  will  provide  three 
month  follow-up  assistance  to  E.S.P.  employees  and  help  them  find 
work  or  assist  with  any  employment  related  activities,  as 
necessary. 


10.2  Participating  departments,  through  the  E.S.P. 
administrator,  are  expected  to  monitor  delivery  of  all  projects  in 
their  department  to  ensure  their  consistency  with  approved  project 
descriptions . 

10.3  Project  supervisors  should  view  the  E.S.P.  project  as  a 
training  project  and  not  expect  participants  to  initially  produce 
the  quality  and  volume  of  work  as  a  regular  employee.  It  will 
require  time  and  guidance  from  the  project  supervisor  to  help  the 
trainee  learn  or  relearn  skills  and  become  acquainted  with  the 
office  procedures.  Most  E.S.P.  clients  have  not  worked  for  some 
time.  The  project  supervisor  should  plan  with  the  trainee  the 
training  program  for  the  duration  of  the  project  and  establish  a 
regular  shcedule  to  review  performance  and  activities  and  set  new 
objectives. 


-I  p 
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10. A  E.S.P.     employees    may    be    dismissed    for    misconduct  or 

negligence  or  for  performing  their  duties  in  an  unsatisfactory 
manner.  Project  supervisors  who  t.  re  dissatisfied  with  the 
performance  of  an  E.S.P.  employee  should  consult  with  their 
assigned  E.S.P.  counsellor  before  dismissal  is  taken  to  see  if  the 
problem  can  be  overcome  so  that  dismissal  is  not  necessary  or  to 
lessen  the  negative  impact  on  the  employee  if  this  is  the  only 
course   of   action  possible. 

10.5  E.S.P.    employees   may   remain   in  projects   for   a  period  of 

up  to  six  months.  Some  may  require  a  shorter  period  of  time  to 
improve  skills  and  confidence  and  should  be  encouraged  to  apply 
for  permanent  positions  while  still  on  their  E.S.P.  project.  If 
the  E.S.P.  counsellor  and  the  project  supervisor  agree  that  the 
participant  seems  ready  to  seek  permanent  work,  he  or  she  should 
be  allowed  time  off  to  seek  work  and  attend  interviews  for  other 
jobs.  As  this  is  an  expectation  of  the  work  experience  placement, 
this    should   not   be   shown   as    time   off    on    their    time  sheets. 


10.6  When    the    E.S.P.    employee    terminates    or    completes  the 

project,  the  project  supervisor  is  expected  to  complete  an 
evaluation   sheet    to   provide    feedback   on   the    client    and  program. 


10.7  In    addition    to    the    regular    monitoring    and  consulting 

provided  to  the  project  supervisor  and  his  trainee  by  the  E.S.P. 
counsellor,  projects  may  also  be  monitored  by  Alberta  Manpower  and 
by  the  Program  Coordinator  of  the  Rehabilitation  Services  Program. 
This  is  done  to  evaluate  overall  program  effectiveness  in 
facilitating   social   allowance   clients   moving   into  employment 


11.  REPORTING 


11.1  The  casework  supervisors  responsible  for  the  E.S.P. 
program  with  Social  Services  &  Community  Health  in  the  north  and 
the  south  are  to  advise  the  Program  Coordinator  of  the 
Rehabilitation  Services  Program  weekly  of  all  persons  placed  and 
terminated  in  Employment  Skills  projects  so  that  regular  reports 
on  project   activity   can   be  completed. 

11.2  The  project  supervisor  in  each  participating  department 
will  ensure  that  their  central  office  administrator  responsible 
for  E.S.P.  is  kept  informed  of  participants  in  their  projects  and 
their   start   and   finish  dates. 

11.3  The  Program  Coordinator  will  compile  monthly  reports  for 
the  Administrative  Consultant,  Manpower  and  for  departmental 
E.S.P.  administrators  detailing  project  activity,  expenditure  of 
funds,    and    placement  outcome. 


